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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT,bIVISION I --- r- -.__--- . ~ ~~ --TI- 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
T.k:.... .- -__ .- ----=~ .--...- ____ 

i 5. Dstar of Series 
&f !i8$i Latest 

1 9 6 ? - ~ -  To Date -~ ~ 

5, Reottrds Series Title (followed by title used in office; if different) 

Invoice Files .. '.. ~ . ~ ~ ~ ~ 

~ ~- .. . -.- _~_--~-_d ~=~~~~~ . ~ ~ ~~~~~~ . ~ 

7. Record Series Dewipiion ~ 

Documents relating to: 

This file contains the following dpcuments (include form numbersand titles, if any): 
Attach samples of the file. 
Collecting fees for services rendered. 1 

i 

I- 
~~ ~ 

Invoices ,for all services rendered. 

Alphabetically by customer; thereafter by invoice number 

~ ~~ ~ ~~ 

File is arranged: 

~--ll_l---l_-l.l 

8. Monthly Reference Rate How o f t e x e c o r d s  referred to which are: 

. Seven to twelve months old dA-; ail Thirteen to twenty-four months old One 10 six months old _ _ ~  --, 2 5 
I 
/ twenty-five months and o l d e r - - ~ - - - ?  

_-.I . .---~ __ _l_l___-____ - ~ 
~ 

__ ; Shelves ~ I _  ; Other (specify) ~~ 

4-5 9. Annual Rate of Accumulation of Records 
Letter-size drawers --.= __ .-; Legal-site drawers 

I 
t 
I 



L .  

~~~ ~ ~ - ~- ~L ----- ~~ ---r.-.---~-~-_-T_I___? :- __ ~___ 
_ _ - - ~ . -  --z-*+~.-T-- 10._6uedonnai!e.- ~. P l w a n " X ' '  - ?+[ ~~ ~ ~~ in the~proper-tolumn) __  ~ ~ 

d 
c a. I s  this the official copy of the series? 

b Does the series contaiiconfidential information requiring security handling? If yes, cite law or regulatipn. 
- -lKnaLwmJlL I___._. _-- ~__lal---- 

_ _ ~  c. Is this a vital record? ~ ~ ~. -- -_--,--- I ,  - 
~-~~ d. Does this_ser.ie_s_havehis?.ori~l.-orng t&m-resqar_c!? va !ue l~  . __  ~. _ _  _ _  , ~ . 

- ~ _  docllm4flaLlxsc%_eduied separatelv! -~ ..'!- _... I . ~ _ ~ .  ~ _I__.~ 

- f. Is the_ informatiao. mntaioed i l l t h i s  sdessver~auhlished?_..~~es,anachraevL. 

~.~ ~ Ifrer. attach CODV.;. ~ ~~~~~ ~ ~ . -  - . - _ -  .- -_ .. ~. 

* I  . , .  - r; -_ ~ _ I _ ~ - _ _ . .  ~~ . - _ ~  -.-.___~-.~.._.__I___I__ l.i_~ ~ 

.-- 
! 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

--  ~-. 
, iq . 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of th is  series in your office, or in another office or agency? 
If veLwherel Ship f i l e ,  b i l l i n g  ~ & inventory _I_~~ ~~ f i l e ,  CFS f i l e ,  ... Breakbulk & dockage ~~~ f i l e .  

i . ~ ~  1s th is  series for bolahr ~rntion~ofi f l~eaularlv rniuofilmed? . . . ~ ~__ ~ . . __ ~ __ 

~ = ~ i - - ~  

~. 
~ ~~~ 

1 
-1 i. ~Does the record series result in-a cornouter orintout? - ~. 

~ . ~ ~~ .- 

The following requiies the series to be, kept: 4 If. Retention Requiremants 

a. State Law ~ ~~ .years. d. Audit period 
b, Stotute of i imitat iv ~ 

c. Fesleral taw L~ ~ .year;. f. Federal retention instructions -.. . ~ .-years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

~- -re=-~ -~.yesrs. ~~- -~ ~ e. Administrative need .~ ~ -.----j:.---=.~years. ~~- 

Q . C . 6 . 4 .  q-3-14 
. . .  . 

.. , ., .~ .~ ~~ 

~~. _ ~ *  
. .  . .  . .  - ~ -~ ~ ~ . ~ ~ .  ~~ ~ 

I 12. ~Aocmed Disposition Instructions . This agency recommends t h a t  the file series be cut ot f  ar thb~end of each: 
0 Calendar Year; 0 Fiscal rear ;  B Other s i x  ____-__ months ~-..L then, 

B Hold in the current fi les area - 
a Transfsr to local holding area, hold -6~-~~-yesi(s); then 
0 Transfer to Stare Reoords Center; hold ~~ _ _  ~ -.year (5) ; then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 

Other {Specify] 

-month(s) -. 1 -~~.~.year(s); then 

3 

These instructions apply to a l l  prior and future accumulations of the series. 

~~~~~ 

State Auditor/Designee 

Secretary of State/Designee 
.~ .~ -.-- __ ~ . 

qecommendations in para- 
iraph 12 are approved. 
' I f  disapproved, attach letter 
>f explanation:) 



. ' L - -  

. . INSTRUCTIONS: See Publidtion No. 76-2M-1 for instructions on completing t h i s  form. Forward signec) Ariginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, keorgia,' 30334, * 
Attention: Scheduling Section. i ,  

I 

FOR AGENCY USE 1. Agency Address ' ' FOR RECOROS MANAGEMENT USE 
Application Number 

7 9 - 8  
hoptication Date Georgia Por ts  Au tho r i t y  

Operations D i v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

1 1-30-78 
bplication Number Date hecnirnd Dam Completed 

- JAN 1 9 1979 I FEB - 5 1979 1 -  \ I  I 
48 

~ 

Telephone Number 2. Person to Contact 

3. Action Requested 

Working Title 

Sandra 'Jones Operations Manager 964-1721, # 289 

a- 0 Estaoiisn Retention Schedul, : record will continue to accumulate. 
b- 0 Dispose of present accumula ion: no further accumulation anticipated. 
c. a Amend Application No. 15 Checkone: 0 Change; !3 Supercede: 0 Void 

1 
4. Dater of Series 
Ear I iest Latest 

5. Records Series Title (followed by title used in office; if different) 

1962 1 To Date Invo ice  F i l e s  

5. Division a d  Offics Function What is the  function of me Division and the Office in which this record series is created? 
The D i r e c t o r  o f  Operations a s s i s t s  t h e  Executive D i r e c t o r  i n  t h e  managerial func t ions  o f  t h e  
Georgia Por ts  Au tho r i t y  and i s  responsib le  for t h e  operat ions o f  t h e  Savannah Sta te  Docks 8 
Warehouses - Garden C i t y  Terminal and Ocean Terminal, Savannah Sta te  Docks & Ra i l road Company, 
Augusta Sta te  Docks - Barge Terminal, Bainbr idge Sta te  Docks - Barge Terminal 8 Brunswick 
Sta te  Docks 8 Warehouses. 
leases f o r  a l l  d i v i s i o n s  o f  t h e  Port Author i ty ,  and w i t h  commercial and i n d u s t r i a l  concerns 
f o r  use of space provided by t h e  Georgia Por ts  Author i ty .  

He a l s o  handles t h e  func t i on  o f  leases, inc lud ing  nego t ia t i ng  

The O f f i c e  Manager i n  which t h i s  f i l e  i s  created supervises t h e  work o f  t h e  warehouse, b i l l i n g  
import and expor t  departments, analyzes sh ips '  schedules, coordinates t h e  processing of a l l  
paperwork w i t h  f i e l d  d i v i s ions ,  insures t h a t  a l l  paperwork i s  p roper l y  prepared and c a r e f u l l y  
balanced and v e r i f i e d  aga ins t  documentatiqn received, f a c i l i t a t e s  expedi t ious cargo handling. 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numben and rides, if any): 
Attach samples of the file. 
c o /  l e c t i n g  fees for  serv ices  rendered. 

Induded are: Invoices f o r  a I I s e h i c e s  rendered. 
. .  . , -  , . i  

File is arranged: A lphabe t i ca l l y  by customer, t h e r e a f t e r  by invo ice  number. 

- 
1. Monthly Referenor Rate 

One to six months old 
twenty-five months and older 

Letter-size drawers ; Legalsize drawers 4-5 ;Shelves ; Other (specify) 

How often are records referred to which are: 
3-4 da I y ; Seven to twelve months old 

da ' 
; Thirteen to twenty-four months old 

7 
- ' ' 

I #. Annual Rate of Accumulationof Remrdr 



YES 

X 

X z 11. Reten X 

-- 
NO 10. hedonnaire (Place an "x" in the proper mlumn) c I , a 

- i! = a. Is this the official copy of the series? 
If not. where is it? 

b. h s  the series contain confidential information requirirg security handling? If yes, site law or regulation. 
*l 

1 . i 
1- 

c. Is this a vital record? ' b 

d. Does th is  series 3 
e. When one or two documents in the file make it necessary to keep the entire file fo ia ions period, could these 

--. information co n- ries ever ~a f .  I s  fie 
Q. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in. oqr o f f i r ,  or in anotkr- f f c e  or 

I.  I S  th-M re-47 

docu ments be shed w a r a t e l v ?  
' ' 

ves. pttach cow. 

If ves. whe re? *Ships1 f i l e ,  B i  Y l i n g  Inventory ? i \ e ,  (?pc??le, Break Bu lk  8 Dockage f i l l  

? 
1 -  

ion Requirements The following requires the series to be kept: 

a. State Law years. 1. Audit period years. 
b. Statute of limitation years. e. Administratiw need years. 

years. f. Federal retention instructions years. c. Federal Iaw 7 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

- 
i I 

- - 8  
, I  

~. ~ ~. , .  .~ , - . - ,  - 
1 , -  , . .  . . -  

1 
. -  
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~ ~~ 
- - -~ 

. .  
-, 1 '  

~~ . ~~ , .  

I , I  
. - 1 2  ADvved Disk i t ion Instydons This agency recommends tp? thp file series :b wfotf a thb end of each: .' ' . 

~. ~. 

s i x  months then, ' I 

! ~ I 

. . .  
- ,  , , / I !  1 ;  - ~ 

j 0 Calendar Year; U Fiscal rear; Othe? ' 
~ 

" . -, 

- - 
, 

, ,  - 
I , .  

i .  ~ i - .  
~~ 

, I - ,  .. . ~ ,. , 
.'G 'H' old ' ' in the &rent files area montMs) - 3 .-fear(s);'then 
a Transfer to local holding area, hold 4 year(s1; then 

;q bestroy., - 1 ' .  

. . .  
i~ ~. . .  , -  . .  

~. ! 
~ ~. . - year(s1;theri i 

. -  
I ,~~ . 

. 

; 10 ,Transfer to State,Arhiws for.permanent'retention. ' ' ! 

;Transfer to State Records Center: hold 

- ! i .  1 
. . .  

. I  I 
. .. 

; ! ' I  .~ 

1 

. .  . . .  
1 , i - ,  

, . I  - -1 . .  . . .  . ~. . .  Q ;Other lS&dfy) : - i I 1  

. .  I ,. - . /  

. - . -  

* Depending on what t h e  i nvo i ce  p e r t a i n s  to, what serv ices  were performed determines which 
f i l e  t h e  copy i s  f i l e d  in .  
above. 

A copy - o f  each, i nvo i ce  does n o t  g o . i n t p  a l l  f i v e  f i l e s  l i s t e d  
- - I '  1 - . ,  - .. 

, ,  

These instructions apply to al l  prior and future accumulations of the series. 

i 


